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AUTHORIZATION FOR AUTOMATED DEPOSITS
PRINTED EMPLOYEE NAME: 





















E-MAIL ADDRESS FOR PAYSTUBS: 


















· START AUTOMATED PAYROLL DEPOSIT.  I would like my paycheck to be direct deposited to the following account. (Please attach voided check below.) I am aware that my direct deposit may not go into effect until at least 2 pay periods, due to a pre-notification requirement.  Your pay stub with payroll information on it will be emailed to the email address you list above; you are responsible for insuring the privacy of all such communications.
EMPLOYEE SIGNATURE
  DATE 


· CHANGE OF ACCOUNT INFORMATION. I would like my paycheck to be directly deposited to my new account, per my attached voided check. I understand that such a change will require a temporary halt to my present automated deposit for the required pre-notification. (This temporary halt usually does not exceed one payroll period.)

EMPLOYEE SIGNATURE
  DATE 


· STOP AUTOMATED PAYROLL DEPOSIT.  I would like to stop my paycheck from being directly deposited to all my accounts. I am aware that stopping my direct deposit may not go into effect until at least 2 pay periods, due to a pre-notification requirement. Your payroll funds will not be deposited into your accounts until you deposit them.

EMPLOYEE SIGNATURE
  DATE 


· RETIREMENT AUTOMATED DEPOSIT.  I would like _______ % percent of my paycheck to be direct deposited to the following account. (Please attach account information below.) I am aware that my direct deposit may not go into effect until at least 2 pay periods, due to a pre-notification requirement.

EMPLOYEE SIGNATURE
  DATE 


For Direct Deposit:
In the event that a regularly scheduled payday falls on a day off such as a weekend or holiday, employees will receive paychecks on the preceding or succeeding business day per Federal Holiday guidelines.

Please attach your voided check here for a startup or a change.
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